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JOB DESCRIPTION
Internal Auditor

	Responsible to:
	Qualifications and Quality Manager.


	Job summary:

	To be responsible for ensuring that Signature internal control processes and risk management are operating effectively.



Key Tasks

	1.
	Ensure that all internal quality processes are robust and fit for purpose, to meet organisational objectives.


	2.
	Design and report on internal audit procedures as appropriate.


	3.
	Review the business risk management process annually and recommend any changes in line with best practice.


	4.
	Ensure that an annual risk management process is undertaken and identify any improvements to be made.  Liaise with the appropriate team manager to identify potential risks and reduce risk probability if appropriate.


	5.
	Prepare detailed reports on internal audit findings and recommend improvements as required.


	6.


7.


8.

	Review the Business Continuity Plan annually and report/recommend necessary changes and improvements.

Assist the Qualifications and Quality Manager in managing the relationship with the regulator.

Ensure all new qualifications and changes to existing qualifications are developed to comply with appropriate regulations.

	
	

	9.


10.
	Ensure that Signature product portfolio complies with agreed internal and regulatory requirements. 

Develop an internal standard for non regulated Signature products and ensure all relevant products comply.


	11.
	Carry out any other duties as may reasonably be expected of the post holder.



Relationships

	Internal:
	Staff at all levels.

	External:
	Ofqual, other awarding bodies, FAB, members of the public.



Equipment / Software Used
Microsoft Office Suite.
Telephone/Textphone/Short Message Service (SMS).
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PERSON SPECIFICATION
Internal Auditor

	
	Essential

	Desirable

	Qualifications
	Degree level qualification.

Level 3 certificate in Quality Management.

	Level 5 Diploma in Quality Management.


	Experience
	Working in an audit environment.

Working in a customer focussed environment.

Working to strict time limits.


	Working within or on behalf of an awarding body. 


	Knowledge

	Knowledge of quality controls and processes within and educational or awarding environment.


	Understanding of the charitable sector.

Knowledge of Deaf Awareness and/or BSL.  

	Skills
	Excellent organisational and time management skills.

Have a methodical approach.

Be able to work through a process to task completion. 

Excellent networking skills including the ability to collaborate and build partnerships.

The ability to adapt to a changeable workload within tight deadlines.

Negotiation skills.

Excellent communication skills both spoken and written.

Ability to work with colleagues at all levels and be an effective team player. 


	






	Location and working hours
	The post is based in the Durham Headquarters of Signature which is located in Mersey House, Mandale Business Park, Belmont, Durham, DH1 1TH.  This is a non-smoking building.  There may be some travel within the UK.
Working hours – full time 37 hours per week.  


	Salary
	Full-time between £22,000k to £24,000 per annum, depending upon qualifications and experience.

	Holidays
	Full time – 25 working days per year plus recognised bank or public holidays currently 8 in all.  Of the 25 days holiday, you must keep up to 3 days each year to bridge the gap between Christmas and the New Year, when the office closes.


	Requirements
	Post is subject to a 6 month probationary period and receipt of references satisfactory to us.

Employees are expected to complete the following Signature courses within 2 years of commencing employment:

· Level 2 Certificate in British Sign Language (within 3 years).
· Level 1 Certificate in British Sign Language.
· Level 1 Certificate in Developing Communication and Awareness with Deaf and Deafblind People.


	Pension
	Signature operates a voluntary pension scheme through the Pensions Trust.  
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